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  PROCEDURE FOR TRAVEL/TRAINING REQUESTS: 
105.09  Administrative Regulation 3.1 – Travel Policy outlines City of Wichita procedure for completing Travel/Training Request                 

   Forms.  Members of the Police Department submitting requests for travel/training should follow AR 3.1. 
 
105.10 Travel and/or training requiring pre-approval: 
 R 

A. For City funded travel (with or without training) an Officer’s Report must be completed and sent, through channels, to the 
Support Services Division Commander.  The Support Services Division Commander will forward the Officer’s Report to 
the Fiscal Affairs Section for completion of travel paperwork.  Once travel paperwork is completed it will be forwarded to 
the Support Services Division Commander for a signature, and then to the Chief of Police for final approval and signature.  
Non-emergency travel must be submitted 21 days prior to the travel date. 

 
B. For travel where no City funding is required (outside the normal work area for members of the Department), an entry must 

be made on the Wichita Police Department Secure Portal Site’s Travel Training Authorization Database.  The authorized 
column of the database must be completed by a Division Commander prior to the travel taking place. 

 
C. For training which requires no travel, only registration, policy 105.02 should be followed. 

  
105.11 Upon return from any City funded Travel/Training, all receipts and return travel forms shall be submitted to the Fiscal Affairs  
  Section within five (5) working days and the department member shall sign the Travel/Training Request Form. 
 
  GRANT APPLICATIONS: 
105.12 The City of Wichita Administrative Regulation 2.4 outlines the City’s procedure for the preparation and submission of grant 
  applications. The Police Department has developed a Grant Management Process which incorporates the City’s procedures and 

the Department’s requirements.  The process flow chart is outlined on the next page.  
 
105.13 If the Grant management process cannot be followed due to time limitations of grant deadline, the following procedure should 
 R be followed: 
 
  The grant applicant forwards the completed grant application to the Fiscal Affairs Supervisor, who makes any required changes 

to the budget information.  After the application is finalized, the Fiscal Affairs Supervisor forwards a copy of the final grant 
application to the Chief of Police, Support Services Division Commander, and Administrative Services Bureau Commander for 
review.  For the City of Wichita Authorizing Official signature on the grant, the Chief of Police sends the grant application to 
the City Manager, along with an explanatory blue letter.  After the necessary signatures are obtained on the application, it is 
submitted to the grantor agency.  The grant applicant works with the Fiscal Affairs Supervisor to write the agenda report to 
place the grant application on the agenda for the next City Council meeting.  After the grant application is approved by the City 
Council, the remaining steps in the Grant Management Process should be followed. 

 
 

PROCEDURE FOR CASH REIMBURSEMENT REQUESTS 
105.14 To request a cash reimbursement for goods or services which were purchased with personal funds, from an OCA account, an  

I electronic purchase request form shall be submitted, which is located on the Police Secure Portal. The electronic form shall 
contain the following: 

 
 

A. The exact specifications of the item(s) purchased; 
 
B. Quantity purchased; 
 
C. Purpose for which the item(s) were purchased; 
 
D. Place of purchase; 
 
E. Actual cost 
 
F. Recommended funding source; 
 
G.    Attachment of  receipt(s) 

 
105.15   After review of the reimbursement request, the Support Services Division Commander [or his/her designee] will approve or  
 I    disapprove the request. 
 
105.16     If the reimbursement request is approved, the approval will be forwarded to the WPD Fiscal Affairs Section and the requestor.  
 I If the reimbursement is for funds of $50.00 or less, the original receipt must be forwarded to the Fiscal Affairs Section. Once 

the original receipt is received, the Fiscal Affairs Section will fill out a petty cash slip to take to Treasury to receive cash funds. 
Once notified, the requestor shall then pick up the cash funds from the Associate Accountant and sign the petty cash receipt 
that the funds have been received. If the reimbursement request is over $50.00, Fiscal Affairs will then enter a voucher into the 
Performance system for reimbursement and a check will be mailed to the requestor once processed by the City Controller’s 
Office.  
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